
CITY OF EL PASO - JOB SPECIFICATION 5728 EX D 

ORDINANCE  01423710/12/1999 

 

Professional and Managerial Branch ASSISTANT DIRECTOR OF PLANNING, 
Planning Group    RESEARCH, AND DEVELOPMENT 
Urban Planning Series 09/99 (JAS) 

Summary 
 
Under general direction, as assistant department head, manage coordination of day to day short and long-range 
planning projects and activities through subordinate supervisors. 
 
Typical Duties 
 
Direct and participate in formulation of research projects and plans.  Involves:  developing City improvement 
programs; performing advanced planning for and overseeing research and other projects adopted as a parts of 
various departmental programs;  representing the department when collaborating in projects concerning other 
department or agencies including zoning and subdivision administration and when serving on various boards and 
committees;  arranging for, monitoring and approving compilation analysis and interpretation of relevant economic 
geographic, governmental and sociological data;  preparing comprehensive reports;  Participating in drafting 
regulations and ordinances. 
 
Supervise a group of assigned executive, professional managerial and general services personnel.  Involves:  
assigning duties, issuing written and oral instructions and checking work for exactness, neatness, and conformance 
to policies and procedures;  guiding subordinates to overcome difficulties encountered in performing duties;  
evaluating performance and reviewing ratings by subordinates;  coaching and arranging for or conducting training 
and development activities;  enforcing personnel rules and regulations, standards of conduct, work attendance and 
safe working practices;  maintaining supervisor-subordinate harmony and resolving grievances;  recommending 
personnel status, organization structure and job design changes;  interviewing applicants. 
 
Perform related incidental duties contributing to realization of unit or team objectives as required.  Includes:  
substituting within authorized limits for supervisor or subordinates as qualified by carrying out specific functions to 
maintain continuity of ordinary services, if delegated;  engaging in assignments related to functions of other 
positions for training purposes under direction;  maintaining awareness of occupationally related technical, legal and 
methodological developments;  logging activities, and preparing recurring or special activity or status reports. 
 
Minimum Qualifications 
 
Training and Experience:  Graduation from a college or university with a Master’s degree in City Planning, Urban 
Affairs, or related field;  and six (6) years of progressively responsible professional planning experience, including 
two (2) years in a supervisory capacity;  or an equivalent combination of training and experience. 
 
Knowledge, Abilities and Skills:  Considerable knowledge of:  principles, practices, scope and techniques of 
planning;  Federal, State and local laws pertaining to City and regional planning;  supervisory techniques. 
 
Ability to:  initiate, develop, document and present proposals for short and long-range planning;  conduct technical 
research, and compile and analyze data pertaining to community social and economic problems and effects of 
physical development on zoning and land use;  prepare technical reports;  supervise and train subordinates;  
establish and maintain effective working relationships with City officials, subordinates and the general public. 
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